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Selective Service System § 1662.6 

shall be in writing and should be ad-
dressed to the Director, Selective Serv-
ice System, ATTN: Records Manager, 
Washington, DC 20435. 

§ 1662.3 Identification of information 
requested. 

Any person who requests information 
under FOIA shall provide a reasonably 
specific description of the information 
sought so that it may be located with-
out undue search. If the description is 
not sufficient, the records manager will 
notify the requester and, to the extent 
possible, indicate the additional infor-
mation required. Every reasonable ef-
fort shall be made to assist a requester 
in the identification and location of 
the record or records sought. 

§ 1662.4 Consideration of requests for 
information. 

(a) Upon receipt of any request for in-
formation or records, the records man-
ager will determine within 10 days (ex-
cepting Saturdays, Sundays, and legal 
federal holidays) whether it is appro-
priate to grant the request and will im-
mediately provide written notification 
to the person making the request. If 
the request is denied, the written noti-
fication to the person making the re-
quest will include the reasons therefor 
and a notice that an appeal may be 
lodged with the Director of Selective 
Service. 

(b) Appeals shall be in writing and 
addressed to the Director of Selective 
Service at the address specified in 
§ 1662.2 of this part. The appeal shall in-
clude a statement explaining the basis 
for the appeal. Determinations of ap-
peals will be in writing and signed by 
the Director, or his designee, within 20 
days (excepting Saturdays, Sundays, 
and legal federal holidays). If, on ap-
peal, the denial is in whole or in part 
upheld, the written determination will 
include the reasons therefor and also 
contain a notification of the provisions 
for judicial review. 

§ 1662.5 Inspection, copying, and ob-
taining copies. 

When a request for information has 
been approved in accord with § 1662.4, 
the person making the request may 
make an appointment to inspect or 
copy the materials requested during 

regular business hours by writing or 
telephoning the records manager at the 
address listed in § 1662.2. Such mate-
rials may be copied manually without 
charge, and reasonable facilities will be 
made available for that purpose. Also, 
copies of individual pages of such ma-
terials will be made available as speci-
fied in § 1662.6; however, the right is re-
served to limit to a reasonable quan-
tity the copies of such materials which 
may be made available in this manner. 

§ 1662.6 Fee schedule; waiver of fees. 
(a) Definitions. For the purposes of 

this section: 
(1) Direct costs mean those expendi-

tures which the Selective Service Sys-
tem (SSS) actually incurs in searching 
for and duplicating (and in the case of 
commercial requesters, reviewing) doc-
uments to respond to a FOIA request. 
Direct costs include, for example, the 
salary of the employee performing 
work (the basic rate of pay for the em-
ployee plus 16 percent of the rate to 
cover benefits) and the cost of oper-
ating duplicating machinery. Not in-
cluded in direct costs are overhead ex-
penses such as costs of space, and heat-
ing or lighting the facility in which the 
records are stored. 

(2) The term search includes all time 
spent looking for material that is re-
sponsive to a request, including page- 
by-page or line-by-line identification of 
material within documents. Search 
should be distinguished from review of 
material in order to determine whether 
the material is exempt from disclosure 
(see paragraph (a)(4) of this section). 
Searches may be done manually or by 
computer using existing programming. 

(3) Duplication refers to the process of 
making a copy of a document nec-
essary to respond to an FOIA request. 
Such copies may take the form of 
paper copy, microform, audio-visual 
materials, or machine readable docu-
mentation (e.g., magnetic tape or 
disk), among others. 

(4) Review refers to the process of ex-
amining documents located in response 
to a commercial use request to deter-
mine whether any portion of any docu-
ment located is permitted to be with-
held. It also includes processing any 
documents for disclosure, e.g., doing all 
that is necessary to excise them and 
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